
APPLICATION FOR RECORDS RETENTION SCHEDULE 

INSTRUCTIONS: See Publication No. 76-RM-! for instructions on completing this form. Forward signed original to 
Department of Archives and History, Records Management Division, 330 Capitol Avenue, Atlanta, Georgia, 30334, 
Attention: Schedulina Section. 

FOR AGENCY USE 
,ppliwtion Date 

- 
,ppliwtion Number 

FOR RECORDS MANAGEMENT USE 1. Agency Address ~~ __ 
Department of Education pplication Number 

O f f i c e  of Vocat ional  Education 
Div i s ion  of Vocat ional  Program Managmenbate 
A t l a n t a ,  Georgia 

8 I .96 
Date Completed Received - 

FEE 5 198' I F E B  i 1. 1981 

-~ - 
I. Dates of Series 
iarliest Latest 
1980 Present  I 

_ _ _ ~  
r.  Remrd Series Dewiption This f i le contains the following documents (include form numbers and titles, if any): 

Attach samples of the file. 
Documentsrelatingto: Documenting r e c e i p t  of reques ted  budget changes by local school systems 

f o r  Vocat ional  Education. 

Includedare: Record of Budget Amendments Form showing changes i n  each l i n e  i t e m  of 
Budget when s e n t  t o  Accounting; beginning Budget; ending Budget. 

5. Records Series Title (followed by title used in office; if different) 

Secondary Programs Record of Budget Amendments F i l e s  
__- 

Fileisarranged: Alphabe t i ca l ly  by System name. 

- - ~- - ~~ ~~ 

B I  Monthly Reference Rate 

9ne to six months old 

How often are records referred to which are: 

; Seven to  twelve months old - .-; Thirteen to  twenty-four months old 

_. -_ . .  ~- twenty-five - months and older - 7  
9. Annual Rate of Accurnulafion of Records 

Letter-size drawers - ; Legal-size drawers ;Shelves ; Other (specify) 

I R-50-71; Rev. 76 



- --- 
____ 7.;; I 10. Questionnaire (Place an "X" In the proper column) 1 

a. I s  this the official copy of the series? 

b. Does the series contain confidential information requiring security handling? If yes, cite law or regtilation. 
~ ~~ 

~.~ 
~ -- .~ - - . .~ 

- c. I s  this ajipl record? . .  ~- ~ 

. ~. - - - 14 1 d. Does this Fries have historical or long term research value? 
e. When one or two documents in the file make it necessary to.keep the entire file for a long period, could these 

separately? .. ~~~. ~ .- , 

._ ~__ in this series ever oublished? If ves. attach CODY. 

in this series ever analyzed and/or recorded in a summarized report? 
, .  1 x e - h  cow. ~ - ~ ~ ~ ~ -~ - ~- 

h. I s  there a duplication of this series in your office, or in another office or agency? 
- - ~ - _ _ _  ~ ~ .~ ~ 

of  it) re&&mhofilmed? 
~ in a m D u t  er @rmtoufl ~- ~ 

11. Retention Requirements The following requires the series to be kept: 

a. State Law years. d. Audit period years. 
b. Statute of limitation years. e. Administrative need 
c. Federal law -. years. f. Federal retention instructions years. 

Attach copy or excert of laws'or regulations. Explain administrative'need. 
. .  

-! 

. .  
, I .  , , ,  

. 
12. Approved Disposition lnstruetionr This agency recommends that the file series be cut of fat  the end of each: ~ 

' 'then, 
, .  

0 Calendar Year; El Fiscal Year; 0 Other - .- - 

0 Hold in the current files area ---month(s) 
0 Transfer to local holding area; hold 
0 Transfer to State Records Center; hold -- -year(s); then 

Destroy. 
0 Transfer to State Archives for permanent retention. 
0 Other /.Specify) 

yearb); then 
year(s); then 

These instructions apply to al l  prior and future accumulations of the series. 

(If disapproved, attach letter 


